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Introduction to the ND Grants 

Welcome to the ND Grants Management System (ND Grants). ND Grants provides many features 
to help manage applications more efficiently, and includes system has functionality for:  

Á Grant application  
Á Award acceptance   
Á Amendments 
Á Performance Reporting 

Future releases will have additional system functionalities that will allow ND Grants to support the 
entire grant lifecycle including functionality for award closeouts, sub-grant recipient functions, and 
financial payments. 

NOTE:  

Á The current release of ND Grants does not have functionality for sub-grant recipients. Only 
primary grant recipients will be submitting applications and managing awards in ND 
Grants. 

User Guide Organization  

This user guide will help all grant recipients manage applications and awards in ND Grants. 
Though this user guide is primarily for grant recipients, it can also help Federal Emergency 
Management Agency (FEMA) personnel understand the grant recipient functionality.  

Questions? 

For additional assistance using the ND Grants System, please contact the ND Grants Service 
Desk at 1-800-865-4076 or NDGrants@fema.dhs.gov. For programmatic or grants management 
questions, please contact your Program Manager or Grants Specialist. 

 

 

 

 

 

 

 

 

 

 

ND GRANTS Service Desk 

Monday ï Friday | 9:00 a.m. ï 6:00 p.m. EDT | 1-800-865-4076 | NDGrants@fema.dhs.gov 

mailto:NDGrants@fema.dhs.gov
mailto:NDGrants@fema.dhs.gov
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Registration and Login 

Creating an ND Grants Account  

To access the ND Grants system, you must first register an account. Registration can be 
completed within the FEMA portal at https://portal.fema.gov. After the registration process is 
complete, your User ID and password will be used to log into ND Grants. 

NOTE: 

Á If you have already registered but forgot your User ID or password, click on the Forgot 
Password? or the Forgot ID? buttons for assistance 

Á If you need additional assistance resetting your password, contact the FEMA Enterprise 
Service Desk at 1-877-611-4700 

Step 1 

From the FEMA Login page, click the New Non-PIV User? button  

Figure 1. Click the New Non-PIV User? button on the FEMA Login page 

 

 

 

 

 

 

 

 

 

 

 

https://portal.fema.gov/
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Step 2 

If necessary, enter the characters appearing above the text box on the Image Verification page 
and click the Submit button   

Figure 2. Enter the characters and click the Submit button 

 

Step 3 

On the Personal Information page, complete all required fields (*). Then click the Submit button 

Figure 3. Enter all user information and click the Submit button 
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Step 4 

Create a password and then click the Submit button. The password must be 8-14 characters long 
and cannot contain any special characters. Your password will be required to access ND Grants 
every time 

Figure 4. Create a password on the Create Password page and click the Submit button 

 

Step 5 

Your account is registered at this time; however, you must request access to ND Grants. To 
request access, click the Click here to request new privileges button  

Figure 5. Click the Click here to request new privileges button on the Congratulations page 
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Step 6 

Scroll down and click the Request Access button next to the ND Grants icon 

Figure 6. Click the Request Access button to access ND Grants 

 

Step 7 

Enter the ND Grants access code and click the Submit button. The ND Grants homepage will 
appear, indicating that you successfully logged into ND Grants  

Figure 7. Enter the ND Grants access ID on the Access ID page 

 

NOTE: 

Á If you are not participating in an in-person ND Grants training session, you can request 
the access code by calling the ND Grants Service Desk at 1-800-865-4076 or by sending 
an email to NDGrants@fema.dhs.gov 

 

 

mailto:NDGrants@fema.dhs.gov
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Logging into ND Grants 

Step 1 

From the FEMA Login page, enter your user ID and password, and click the Login button  

Figure 8. Enter your user ID and password and click the Login button 

 

Step 2 

From the dashboard, click the ND Grants icon to open the ND Grants homepage  

Figure 9. Click the ND Grants icon 
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Navigating ND Grants 

Figure 10. The ND Grants homepage 

 

 

Dropdowns: The ND Grants homepage has four dropdowns across the top of the screen ï 
Pending Tasks, Applications, Grants, and Administration. The dropdown menus are organized to 
follow the tasks a grant recipient will complete throughout the grant life-cycle. Similar tasks are 
grouped together.   

Á The Pending Tasks dropdown contains a list of all the tasks pending in your queue 
Á The Applications dropdown contains all functions related to managing and submitting 

applications  
Á The Grants dropdown contains all the functions related to post award management, 

including amendments and performance progress reports 
Á The Administration dropdown allows you to manage the organizations and contacts 

associated with the organization 

Pending Tasks: The individual grant recipient tasks are listed under each Task heading.  The 
number of awards awaiting action for the task is also displayed under each task heading  
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Managing Organizations  

To access any applications or awards, you must belong to the organization with which the 
application or award is associated. An organization serves as a recipientôs profile within ND 
Grants, allowing users to create and manage awards and applications. FEMA requests that all 
applicants provide their organizationôs contact information. 

From the Administration dropdown, users can perform tasks for organizations to which they 
belong. Specifically, users can manage organizations, request access to other organizations, view 
other users with access to the same organizations, and review organization access requests.  

Users that do not currently belong to an organization must request access to the appropriate 
organization. Only the Organization Administrator can approve the access requests submitted 
buy users. The Organization Administrator has the authority to update the organization 
information and modify user privileges for the organization. 

Viewing Organizations  

Organizations you belong to will be listed on the Organization Administration page. If you belong 
to an organization and are the Organization Administrator for that organization, you can add 
contacts for the organization and additional system users of the organization.  

Step 1 

Under the Administration dropdown, click the Organizations link to view the Organization 
Administration page 

Figure 11. Click the Organizations link under the Administration dropdown 

 

NOTE:  

Á You cannot access applications and awards if you do not belong to the organization with 
which they are associated   
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Step 2 

From the Organization Administration page, review your organizations  

Figure 12. The Organization Administration page lists all organizations to which you belong 

 

Creating an Organization  

When creating an organization, please note that: 

Á Organizations you belong to will be listed on the Organization Administration page  

Á Only the Organization Administrator can add contacts to the organization, update user 
roles within the organization, and approve organization access requests 

Á The Organization Administrator will see the Update Organization icon in the Action 
column on the Organization Administration page 

Á If you are not the Organization Administrator, you can view the organization details by 
clicking on the Organization Legal Name link on the Organization Administration page 

Step 1 

Under the Administration dropdown, click the Organizations link to view the Organization 
Administration page 

Figure 13. Click the Organizations link to open the Organization Administration page 
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Step 2 

Click the Create Organization button in the upper right corner of the page  

Figure 14. Click the Create Organization button  

 

Step 3 

From the Create Organization page, enter all organization information and click the Save button  

Figure 15. Complete all fields on the Create Organization pageôs Details and Contacts sections 

 

NOTE: 

Á After creating the organization, you will automatically become the Organization 
Administrator 

Á An organizationôs contacts are not ND Grants Management System users. Without an ND 
Grants Management System account, individuals will not have system privileges  
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Updating Organization Details 

When updating an organization, please note that: 

Á If the organization has not submitted an application, all organization details will appear in 
text boxes on the Update Organization page, and can be edited 

Á If the organization has submitted an application, only the physical and mailing addresses 
can be updated  

If there are pending tasks for the organization, saving your updates to the organization will prompt 
a list of the pending tasks to appear at the top of the Update Organization page, and prevent you 
from completing the update.  

Step 1 

Under the Administration dropdown, click the Organizations link to view the Organization 
Administration page 

Figure 16. Click the Organizations link to open the Organization Administration page 

 

Step 2 

Click the Update Organization icon in the Action column  

Figure 17. Click the Update Organization icon to begin updating organization details 

 

 

 

 

 



Non-Disaster Grants 

   Grant Recipient User Guide 

 

14 

Last Updated: January 8, 2019 

 

Step 3 

From the Update Organization page, update the organization address. Then click the Save button 

Figure 18. Update the organization address as necessary and click the Save button 

 

NOTE: 

Á The organization details cannot be edited if tasks are pending for any award. When saving 

updates, a notification will appear at the top of the Update Organization page listing 

pending tasks   

Á Pending actions that prevent changes to organization details include:  

-  applications pending submission or review  

-  amendments pending submission or review  

-  performance reports pending submission or review 
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Figure 19. The Update Organization page will list all pending tasks and prevent updates to the 
organization 

 

Step 5 

The Update Grantee Organization Address page lists all active grants that will include the updated 
address. Click the Confirm button  

Figure 20. Click the Confirm button to complete the update 
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ND Grants User Roles 

An Organization Administrator can assign and manage the roles within the organization. New 
users can also request roles when requesting access to the organization. Once assigned a role, 
users are granted specific privileges for the organization:  

Á ND Grants user roles define the userôs responsibilities for the organization, applications, 
and grants. Users may have more than one role 

Á The roles assigned to a user for the organization are not the same roles that they are 
assigned for an award. For example, a user with the Authorized Official role for the 
organization may not have the Authorized Official role and permissions for a grant. Please 
verify that you have the correct roles to complete your grants management tasks  

Á The Organization Administrator can change user roles by updating the User Roles section 
on the Update Organization page. You can update the user roles for an award by 
submitting an amendment requesting that the roles be updated   

Á Organizations should ensure that they have assigned as least two people with this role in 
the event of personnel change 

Table 1.  The table describes each role and provides an overview of specific considerations 

Role Description Considerations 

Organization 
Administrator 

Responsible for approving 
access requests, 
adding/removing user roles, 
managing contacts 

Á Whoever establishes the organization in 
ND Grants automatically becomes the 
Organization Administrator  

Authorized 
Official 
(Organization) 

Manages the award throughout 
the grant lifecycle 

Á Several users can be the Authorized 
Official for an organization 

Á To become the Authorized Official on a 
grant, you must first have the Authorized 
Official role for the organization  

Authorized 
Official (Grant) 

Manages the award throughout 
the grant lifecycle 

Á The user who submits the grant 
application for the organization must 
have the Authorized Official role for the 
organization 

Á Only one user can be the Authorized 
Official for a grant and grant application  

Á The Authorized Official has the authority 
to sign and submit a grant application on 
behalf of the Signatory Authority 

Á The Authorized Official can submit 
amendments and performance progress 
reports for the grant 
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Role Description Considerations 

Signatory 
Authority 

An organization user or contact, 
whose name appears on the 
application and other grants 
management documents 

Á The Signatory Authority does not require 
ND Grants access, but must be listed as 
an Organization Contact  

Á While the Signatoryôs name appears on 
the application, the Authorized Official 
signs the application 

Á The role is assigned as part of the grant 
application process 

Grant 
Administrator 

Submits performance reports 
and award functions for the 
Organization 

Á The role is currently not activated, 
preventing a user from editing 
applications or submitting progress 
reports  

Grant Writer Manages application details 
before application submission 

Á N/A 

Financial 
Specialist 

 Á The role is currently not activated 

The ND Grants users can perform different tasks based on their roles. 

Table 2. By assuming an ND Grants role, a user can perform one or more tasks 

Task 
Organization 
Administrator 

Authorized 
Official 

Grant 
Administrator 

Grant 
Writer 

Submit an application in ND Grants  X   

Edit an application in ND Grants X X X X 

Update Organization X    

Approve access request X    

Change user privileges for an 
Organization 

X 
   

Input Project Funding data X X  X 

Submit Performance Reports  X X  

Accept Award Packages  X   

Sign Assurances & Certifications  X   

Submit Award Amendment  X   
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Requesting Organization Access  

Once you have created an ND Grants user account, you must either request access to an existing 
organization, or create a new organization. If the organization has already been created, you must 
submit an Organization Access Request to access the organizationôs applications and awards. 

Step 1 

Under the Administrations dropdown, click the Request Organization Access link 

Figure 21. Click the Request Organization Access link under the Administration dropdown  

  

Step 2 

Find the organization to which you want to request access by clicking the dropdown and typing in 
the name of the organization in the search bar  

Figure 22. From the Request Access to Organization page, search for your organization 
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Step 3 

Select the roles you need for the organization by clicking the checkboxes next to each role. Then 
click the Submit button 

Figure 23. Click the Submit button once you have selected your roles on the Request Access to 
Organization page 

 

Figure 24. The Update Organization Access Request page will feature a confirmation message 
upon successful submission 
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Step 4  

To view submitted Organization Access Requests, under the Administration dropdown click the 
Review Organization Access Request link. Navigate to the Pending Access Requests tab and 
click the View Organization Access Request icon  

Figure 25. Click the View Access Requests icon to view pending organization access requests 

 

Forwarding Organization Access Requests 

If the existing Organization Administrator is unavailable to approve the request, you can forward 
the request to the Program Manager. The Program Manager can only approve an access request 
that include the Organization Administration role but will approve the request if other roles are 
included as well.   

NOTE: 

Á Organizations should ensure that they have assigned as least two people with the 
Organization Administrator role in the event of personnel change. If the Organization 
Administrator is leaving the organization, they should designate additional Organization 
Administrators if necessary before going so 

Step 1 

After submitting the organization access request, under the Administration dropdown, click the 
Review Organization Access Requests link  

Figure 26. Click the Review Organization Access Request link under the Administration dropdown 
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Step 2 

From the Organization Access Requests page, open the Pending Access Requests tab to view 
all pending organization access requests you have submitted 

Figure 27. Click the Pending Access Requests tab to view all pending requests 

 

Step 3 

Under the Action column next to the appropriate organization, click the Forward Organization 
Access Request to Grantor icon 

Figure 28. Click the Forward Organization Access Request to Grantor icon to open the Forward 
Organization Access Request page 
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Step 4 

Complete all fields on the Forward Organization Access Request page. Enter the Fiscal Year and 
Funding Opportunity your organization has applied for and enter why you are requesting the 
Organization Administrator role. Then click the Submit button  

Figure 29. Click the Submit button on the Forward Organization Access Request page to forward 
the request to a program manager 

 

Figure 30. The Forward Organization Access Request page, featuring a confirmation message 

 

NOTE: 

Á After forwarding the request, reach out to your program manager so that they are aware 

of the pending request 
































































































